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INSTRUCTIONS TO CLUB SECRETARY 


The Secretary’s Book is the official record of all business transacted by 
your club. It should be kept accurately. In order to do this the minutes 
should be written immediately following each meeting. Write with ink, as 


you are keeping a permanent record. 
What to include in the minutes of each meeting: 


Name of club 
Place of meeting 
Day, month and year 
Who presided 
Attendance: 
Members 
Leaders 
Parents 
Other visitors 
Approval of minutes of previous meeting 
Report of officers and committees 
Motions, with name of person making motions 
(Do not record name of person seconding motion) 
Action taken (Do not record discussion) 
Outline of program 
Secretary’s signature 


ORDER OF BUSINESS 
(To be observed in all regular meetings) 


Call to order 

Roll call 

Reading of minutes of previous meeting and approval 
of same 

Reports of committees 

Reports of delegates (after all county and state 
meetings) 

Unfinished business 

New business 

Committees appointed (when necessary) 

Educational talk or demonstration 

Health number 

Conservation 

Music appreciation, etc. 

Adjournment 

Social and recreational program to follow. 
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CLUB REPRESENTATION AT COUNTY MEETINGS 
(CONTINUED) 
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YEAR’S SUMMARY 
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(Over 21 years of age) 
Number of active members making a yearly report: _....-....-c.ccccccccscccccecceccococeccoccecececcoeceeceeeeceeeeeeeeesessseeee 
Number of meetings held (regular or called): 


Number of delegates to state convention or SHOrt COUTSC! coceccccecccceccceccceececececcececececeseeeeeeeeseseceseeeee cueeeeeees 


Number of members attending other state events: 2.0.2.0... -ccccceecceccceccceceseaceescceceecenccecccesccececeoceceeeceeees 


Achievement Day:.................-....-- TOUTS 3 scone County. or District), Camp sisserreeeeee 
SIG) UE ne ere OT AY) Stati sean init eet IP Seen Seem ote Dee ede cE Rian SN a 
Meetings attended by leader, training schools (organization and subject matter) :..................--..--.----- 
LER? 1D eee Achievement Day......................--- TOUTS: see ee Camps ii xe 
Others se Oa aN ee UAE ett is RO Et A Re A BE RR eA Mi i ler 


Number of county programs to which your club has contributed (either the club as a whole or by 
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Paste the Annual Report Blank for your Club in This Space. 
(Report Blank found in Leader’s Book) 
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